
Amending a PCS Order 

  

Introduction This guide provides the procedures on how to Amend a PCS Order that is in a 

Finished status. If a PCS Order is NOT in a Finished status, changes can be 

made without being in Amend mode. 
 

CANCELLATIONS: Assignment Officers can cancel PCS orders in an 

Authorized or Ready Status. SPOs can cancel PCS orders in an En Route or 

Finished status. 

  

Before you 

begin 
It is good practice to check Job Data and verify the PCS Transfer row was 

created with the Reporting Endorsement prior to Amending the PCS Order. 

  

After a PCS 

Order is 

amended 

When a PCS Order is amended and approved, it should update the PCS 

Transfer row that was initially created in Job Data. If the Report Date is being 

Amended, the SPOs must verify that the Transfer Job Row was updated with 

the new Report Date. The SPOs must also update the existing BAH row with 

the new effective date as well as any other Pay Entitlements that may be 

affected. If leave was affected by the change, verify the member’s leave 

balance was adjusted accordingly. 

  

Procedures See below. 
 

Step Action 

1 Click the PCS Orders link located in the Orders pagelet. 

 
 

2 Enter the member’s Empl ID and click Search. 

 
 

 

 Continued on next page 



Amending a PCS Order, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 In the Search Results, select the orders that need to be Amended.  

 
 

4 From the Order Action drop down, select Amend Order and then click Go.  

 
 

  

 Continued on next page 

  



Amending a PCS Order, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 The order will then be in Amend Mode and can be edited.  

 
 

6 Scroll down to the Travel Orders section and click View All to open both travel 

rows.  

 
 

  

 Continued on next page 

  



Amending a PCS Order, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 Both the Actual Depart and Report Dates can be changed. In this scenario, the 

Actual Report Date will be changed.  

 
 

8 Enter the new Report Date in the Actual Date field. When finished, scroll down 

to the Delay En route section. 

 
 

  

 Continued on next page 

  



Amending a PCS Order, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 Update the Delay En route by editing the existing dates and/or using the Plus and 

Minus buttons.  

 
 

10 When finished, scroll up to the PSC Basic Information section and select the 

Route for Approval button. 

 
 

11 Click the Submit button and the transaction will be routed to the SPO Tree for 

approval. 

 
 

  

  


